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      Program Manager, Global Education (Meetings)
Global Education, Meetings, and Strategic Partnerships Business Unit

Exempt
Reporting Structure


The Program Manager, Global Education reports to the Director, Global Education, Meetings, and Strategic Partnerships.
Qualifications


College degree or equivalent work experience preferred. Certified Meeting Planner preferred. Required experience in scientific or medical meetings, and call for papers management skills.   Must demonstrate ability to handle multiple projects simultaneously in a fast-paced environment.    Ability to maintain quality standards and meet deadlines in a fast-paced setting.   Experience with adult learners and educational content development and delivery desired.  Ability to work independently and complete work successfully with minimal supervision.  Excellent oral and written communication skills.  Computer proficiency in Microsoft Office; database systems including Access and Excel; Power Point; and ability to learn to use IMIS efficiently. Some travel required.  

Key Responsibilities


· Manage the process for facilitating the development of the education program for the AAO-HNSF Annual Meeting.

· Coordinate with Education department to ensure adherence to ACCME guidelines.
· Coordinate and perform data extraction for publications and registration uses.
· Interface with multiple system users: committee chairs and staff, meetings department, physician submitters, committee members and reviewers.

· Ensure information and materials from session speakers are compiled, forwarded to editorial, marketing, and website developer in a timely manner, and updated promptly as required.

· Support the conference and meeting planning committees.

· Communicate with the Annual Meeting presenters to ensure they understand conference details and session expectations, including session format, information required, materials they may use, session time/location, and deadlines.  

· Manage the general fiscal and logistical elements of the Annual Meeting program. 

Specific Duties

Annual Meeting & OTO EXPOSM
· Assist the Director with liaison responsibilities to the Annual Meeting Program Advisory Committee.

· Create and manage the abstract management system: development of the website, developing processes, submission guidelines, review process, presenter acceptance and notification process, reports, system functionality, timeline development, and general presenter communications.

· Train multiple users on the abstract management system, including development of training materials.

· In coordination with the Director, create and implement a change management tracking system to compliment the abstract management system.

· Assist with development of event specifications guide. Review vendor orders and production schedules to integrate planning. Review final billing for areas of responsibility (session rooms, speaker travel, honorariums, and all other duties that may be required).
· Continually seek methods and implement new ways to improve communication with the speakers.
· Manage Annual Meeting & OTO EXPOSM program logistics. Assign session rooms, order and manage audio visual and audience response equipment, and order additional equipment requested by speakers as necessary, 
· Manage multiple vendors:  poster production, abstract management, audio visual, room monitors, and temporary employees.

· Manage, coordinate, and provide onsite supervision of all Annual Meeting pre-conference workshops. 

· Manage the payment of Annual Meeting invoices and presenter honorariums and reimbursements. 

· Facilitate the proofreading and editing of abstracts.

· Data entry of room assignments in abstract management system for conference program.

· Continuously update the abstract management system’s documentation and create SOP’s.

· Oversee the session rooms on-site.  Train and manage the room monitors; room check every session room; supervise all room turns; and communicate issues with appropriate vendor as they arise.

· Oversee the poster hall operations on-site. 

· Work with Education and Meetings staff to coordinate all program evaluation components for the attendees and presenters. 
· Provide all meeting specifications requirements under area of responsibility to the Senior Manager, Meetings and Global Affairs by the assigned deadlines. 
· Provide reports as needed to assist in the development of Annual Meeting mobile application and Annual Meeting website.
· Work with Senior Manager, Meetings and Global Affairs on signage/decoration for the session rooms and all promotional items related to the sessions. 

General

· Participate in selection and management of audiovisual contractor; develop RFPs, and negotiate contracts for major vendors.  
· Participate in selection and management of abstract management vendor; develop RFPs, and negotiate contracts for major vendors.  

· Participate in the development and management of the cross-functional project plan for each meeting. Provide guidance and support to meeting project teams. 
· Coordinate marketing and communications with respective Business Units.

· Analyze market trends and benchmark against other health care groups. 

· May participate on internal teams, either through formal assignment, or on an ad hoc basis.
· Consistently demonstrate courteous, cooperative and helpful behavior to all contacts, internal and external.
· Duties and responsibilities may be added, deleted, or changed at any time at the discretion of management, formally or informally, either orally or in writing.
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